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Exporting Report Results
The Exporting Report Results section provides an overview for exporting report results from the HRMS 

Portal.

 Export to CSV File 

 Export to MS Excel File

Topics covered in this section include:
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Export to CSV File

Continued…

Exporting report results to a Comma Separated Value file (.csv):

To open a CSV file: Access the Context Menu and select Broadcast and Export/Export to CSV: 

At the File Download box, select Open 

to open the CSV File immediately.
The CSV File is opened in Excel.
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Export to CSV File, Cont…

Continued…

To Save a CSV file: from the File Download dialog 

box, click Save.

3. Locate the folder in which to 

Save the report results.  

4. Select All Files from the Save as 

type dropdown listbox.
Note: If All Files is not selected, the 

.csv file will be saved as a MS Excel 

Worksheet by default.

5. Name the file (include “.csv” at 

the end). 

6. Click Save. 
An option to open the file may be 

provided upon saving. To locate the 

saved file later, use the folder you 

indicated. This may be outside the 

HRMS BI application (for example, if 

you saved your file to your C:drive in 

the .csv format).
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7. Locate the CSV file that was saved and open the file.

Continued…

Export to CSV File, Cont…

Result:  The CSV file is opened in Microsoft Excel.
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Continued…

Export to CSV File, Cont…

4. Change the Files of type setting to “All Files” 

and locate the saved .csv file in the 

appropriate folder.

5. Once the file has been located, click on 

it to select.

6. Click Open.

The following example shows how to open the saved .csv file from Notepad:

1. Open MS Notepad.

2. Click File from the menu.

3. Click Open.



Section 10:  General Topics / Exporting Report Results 7

Export to CSV File, Cont…

Result:  Report results have been opened in MS Notepad.

SAP/BI exports .csv files as semi-colon separated values.

Report results 

will be exported
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Export to MS Excel File

Continued…

Click on the Export to Excel button on the toolbar 

The example below describes how to export the results of the Minority Distribution 

report to MS Excel from the BI Toolbar:

Click Save on the File Download box Determine the location for the file to be saved and click Save
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Export to MS Excel File, Cont…

Continued…

To open the file without saving, from the File Download 

dialog box, click Open.

The report will be opened in Microsoft Excel.
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Export to MS Excel File, Cont…

When converting to an MS Excel file, conditions/exceptions, navigational settings and cell formatting are retained 

upon export.  

1. In Excel, select File/Open

Continued…

The following example shows how to open a saved .xls file from MS Excel:

2. Locate the file, select 

it, and click on “Open”.

3. Result: reports is 

displayed in Excel


